: €S % 700 S Stratford Dr, Meridian ID 836426202

Process
de/Tutorial

208-884-7250



~—— Online Training Application
and Certification Process

This application process will cover everything from
applying to a POST Basic Academy, agency run
academy, or challenging for certification on through to
the issuing of a basic certification.

This electronic application takes the place of the
academy and basic certification application paper

forms.
A Navigating the Portal A Submittin g Application to POST
A Initiating an Application A Tracking Application Status

A Agency Completion of Application A Submitting Certification Application
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https://post.idaho.gov/

Agency Portal Log-In Page

Agency's Portal

Use REGISTER HERE to set-up Leahae
your account wusing your agencyo0s
passkey. Passkeys are obtained

from your agency head. Password

——> New users may register here.

To reset your password click 3 Forgot my password.

FORGOT MY PASSWORD
and a reset link will be
emailed to you.

SIGN IN



Agency Porta

POST Academy's Portal o

Hello! What would you like to do today? AN Sg=1a]! employee roster
from the POST database.

Manage Employees
The information displayed here is updated as new data becomes available, and is subject to change without
List Current Employees notice.

Manage Employee Forms

Agencies are advised to complete and submit POST applications for basic training as soon as possible after
appointment. Applications must be received, processed and cleared before an applicant is granted a seat in any

academy session.

List Employment Forms Every officer must meet POST requirements for certification, including the successful completion of the POST
) Basic Training Academy and field training, within twelve (12) months from the original date of their appointment
Start New Initial Employment Form (IDAPA 11.11.01.071).

Start New Separation / Change in Status Form

A list of all applications in various stages of completion.

List Applications

S SR To start a new academy & certification application.

Start New Challenge Application

\ To start a new challenge & certification application for
those wanting to challenge for Idaho certifications.

List Grades



e

Starting a new Academy/Challenge Application from the

s

—

Agencyos Port

Manage Applications

List Applications

vk Start New Session Application

*Start New Challenge Application

POST Academy's Portal

List Grades

Session Application Form
This form must be completed and submitted within six (6) months of employee entering the discipline.

a l home

p a

For Those Without an Existing POST ID or if Unsure

First Name Last Name SSN Last Four Date Of Birth

* =

For Those With an Existing POST ID

Last Four of SSN - First 4 Letters of Legal First Name - Day of Birth (01-31) e.g. 1234STEVO01

1 Employee Found

Please select from the employees below.

{ LUKE T SKYWALKER

Post Id: 6546LUKE10
Birth Date: 10/10/1980
Classification: Patrol

(0]
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i Manage Employees From the Agency Portal Home Page
— select LIST CURRENT EMPLOYEES

POST Academy's Portal ® Q
POST Academy Employees
First Name Last Name A POSTID Classification
Luke Skywalker 6546LUKE10 Patrol (+)

Locate your applicant. If you cannot find your employee, verify an initial employment
form has been submitted to POST via the LIST EMPLOYMENT FORMS on your agency

prosptrankaars i lvoimeripiaigae
\ Manage Employee Forms

List Employment Forms

Start New Initial Employment Form

Start New Separation / Change in Status Form



Luke Skywalker 6546l UKE10 Patrol (—]
Type Name
. . . OPTIONS FOR LUKE -
Selecting your applicant will open a drop-down of ~
options specific to the 1| nhwchapgqengogegrpP™ s c u

To start a new academy & certification application.
y PP —> New Patrol Academy Application

To start a new challenge & certification application for
those wanting to challenge for Idaho certifications. — New Patrol Challenge Application

D o : . New College LE Program Challenge Application
To start a new college & certification application for _—~7 g 2 o

those attending a POST approved college law
enforcement program.

L S e e e e e s
submit a Change Employment Form correcting their classification.
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Once you select to begin a new application you will be
prompted to verify the applicant 6s e ma

I Use This Email Address? |

Email Address

luke skywalker@post.idaho.gov X

SUBMIT

From: no-reply@post.idaho.gov [mailto:no-reply@post.idaho.gov]
Sent: Thursday, April 21,2016 9:13 AM

To: luke.skywalker@post.idaho.gov

Subject: POST Training Application

The applicant will receive a

system generated email Be
notifying them to follow the Youragency has released a POST application foryou to apply to attenda POST

link [ li : academy. Click on the link below to start the application process. Please contact your
Ik to begin the application agency if you have any questions.

process. The applicant http://intranet-sandbox-
should keep this email for host/Academylintegration/applicantloadOnlineApplication.action?postid=2722MARK17&
future reference as they will ~ applicationKey=gh48iQTs

be able to save and return to
their application.



Luke's Portal

Appl I Cant6§ePrintAge

en

This application is assigned to the Applicant.

Peace Officer Standards and Training Application and Certification Process

The Academy application must be complete before you can submit it. Please remember to save your work. Print a copy of the completed application for your records.

The help icon (@), next to the manage upload buttons, provides information to verify documents are valid and acceptable.

It is your responsibility to complete this form and provide all required information. There are very few automatic bases for rejection. Even issues of prior misconduct, such as illegal
drug use, driving under the influence, theft, or even arrest or conviction are usually not, in and of themselves, automatically disqualifying. However, deliberate misstatements or
omissions can and often will result in your application being rejected, regardless of the nature or reason for the misstatements/omissions.

POST strongly recommends that you have a criminal/traffic record run and check the 1daho Repository websites to ensure the criminal/traffic history information you provide is
complete.

BOTTOM LINE: You are responsible for providing complete, accurate, and truthful responses.

[l

9 Basic Info

2 Basic Questions
2 Citizenship and Education

The applicant is responsible for completing their own application. All sections must be
complete with the exception of uploading necessary documents.

10
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